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1 0  PURPOSE 

This document provides direction for the identification issuance receipt, revision and disposition o f  RMRS 
controlled documents This procedure ensures that controlled documents are identified protected distributed to 
and used at the locations where the prescribed activities are performed 

This procedure implements DOE Order 5700 6C Qualitv Assurance 10 CFR 830 120 Quality Assurance 
Requirements Section 6 4 1 of  the RMRS Qualitv Assurance Program Descnption (QAPD) (RMRS QAPD 00 1 
Quality Assurance Requuements for Yuclear Facilitv Applications ASME (American Society of  Mechanical 
Engmeers) NQA 1 1994 Edition Supplement 6s 1 Supplementary Requuements for Document Control and 
MAN 063 DC Rocky Flats Environmental Technologv Site (WETS) Document Control Program Manual 0 
2 0  SCOPE 

This procedure applies to all RMRS employees and subcontractors mvolved m the preparation andi'or use o f  RMRS 
controlled documents for quality affectmg activities or processes This procedure onlv applies to documents 
developed and controlled for use bv RMRS or RMRS subcontractor personnel 

Nufe Document identification numbers and Document Change Fonn (DCF) numbers are assigned and maintained 
bv the RMRS Document Control (DC) staff 

This document does not apply to correspondence control facility Operations Orders managed m accordance with 

the Site Conduct o f  Operations Manual generated design documents (e g calculations drawmgs Safetv Evaluation 
Reports etc ) design packages or forms control This document does not override the Site Engmeering 
Requirements Manual or the Conduct o f  Engmeering Manual 

3 0 DEFINITIONS 

The followmg definitions are specific to this procedure Other terms used may be located m the Quality Assurance 
Glossary of  Terms in the Site Quality Assurance Manual or in the WETS Site Documents Requlrements Manual 
(SDRM) Glossary of Terms (Both o f  these documents are available in the RMRS Model Offices ) 

Best Available Copy 
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0 Controlled CODY A copy of an active cumnt approved controlled document used by an individual to perform 
work 

Controlled CODY Number The unique number assigned to an indivldual who receives controlled documents and IS 

written on that individual s copy of  a controlled document Copyholder numbers are not transferred 

Controlled Document For the purposes of this procedure a controlled document is an active current, approved 
document generated to support RMRS achvitles and is used to descnbe how work is to be accomplished, to produce 
quality affectmg data, and to support and affect a Rocky Flats Cleanup Agreement (RFCA) decision or deliverable 
T ~ I S  mcludes, but IS not lunited to policies, program dlreetlves manuals, procedwes, and mstructions (See SDRM 
for defmihons of these documeat categmes ) A controlled document IS also used when natlanal sccunty health 
safety and the envuonment IS u n p d  and when idcnafied by RMRS organuatims as rqumng control Refer to 
RMRS Controlled Document Type List, Appenda 1 

 ont trolled Docum ent Dimbution Llst A llst prepared and updated by the Responsible Manager, or designee and 
mamwed by RMM DC which idenhfies the individuals designated to receive a speclfic controlled document and 
any changes 

RMRS Docment conb.0 I The €imct~onai organmon in RMM mponsrble for nceivmg, issumg, mamtaming 
and dlspositronmg RMRS controlkd documents 

a 

ument Control Log An electronic and/or hard copy log maintamed by the RMRS DC which identifies and 
tracks all RMRS document and DCF numbers 

Informanon Onlv CODY A copy o f  a controlled document dismbuted for inform&on purposes only Such 
documents are stamped INFORMATION ONLY, and are excluded from capture in the RMRS document 
trackmg system Work cannot be perfonntd to an Information Only copy 

Cancelled or Obsolete Document. A documsnt that is no longer requucd for PmgrwrlprOJect use will not be 
superseded, and is removed fiom control 

WETS Procedure An d Docu mcnt Tmcw (PA DTIDatabasq 
The database that contams the master mdex of all controlled documents (and copyholders) mmtamed by all 
Document Control orgmrzatlolu on site 

Site-Level Controlkd Documen t 
A document that has Siteapplicable reqummcnts and instructions crosses company Ims,  andor IS used site wide 

SUDerseded Doc ument. A previously released controlled document that has ban replaced m rm entmty by another 
controlled document or revision 

e- 
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1 0 RESPONSIBILITIES e 
4 1  
0 

0 

0 

0 

0 

0 

0 

0 

0 

0 

0 0 

Responsible Uanaper. or Designee (functional title) 
Identiti, documents within respective organization that are to be controlled 
Ensure that controlled documents are generated reviewed and approved in accordance with applicable 
procedures 
Obtain unique document identification number DCF number andior revision indicator from RMRS 
Document Control 
Complete RMRS Document Control Distribution List Form (Appendix 7 )  for each controlled document 
change or revision as necessarv 
Ensure documents meet records acceptance criteria stated in 1 V41 RM 001 Records Management 
Guidance for Records Sources 
Determme need for a classification review (See Kaiser Hill Directive CAHW 001 96 Release of 
Information and Documents which can be found in the RMRS Model Office ) 
Ensure appropnate safety reviews are performed for technical procedures 
Provide master document Document History File (DHF) and electronic copy of document to RMRS DC 
for processing and mamtenance 
Ensure that documents under thew cognizance are changed revised superseded, or cancelled when needed 
Evaluate new controlled documents changes or revisions as stated on the monthly Document Control 
Announcement to determine impacts to operations and identify any necessary training 
Ensure identified personnel are aware of  and understand the requirements of  this procedure 
Ensure controlled documents are reviewed periodicallv to ensure continued adequacy accuracv than= 02s in  

requuements and consideration of  human factors 

4 2 RMRS Document Control (DCI (functional title) 

0 

0 

0 

0 

Assign log and track controlled document numbers changes revisions and DCF numbers 
Issue and maintain RMRS controlled documents 
Remove superseded or cancelled documents from service 
Input controlled document information and controlled distribution lists to the RFETS PADT database 
when notified bv Site Document Control o f  availability 
Ensure the maintenance and protection of  current documenthevision and DHFs and transmit to RMRS 
Records Center when document is revised, superseded or cancelled (Nore Documents related to the 
Waste Isolation Processing Plant [WIPP] Project shall be transmitted to the NQA 1 Waste Records Centrr I 

Prepare document or binder covers if  appropriate 
Provide monthly Document Control Announcement of  controlled document activity to RMRS managers 
Participate m periodic assessments by the Integrated Management Contractor (IMC) Records Documents 
and Administrative Services mcludmg resolution to any corrective actions requlred 

4 3 Controlled Cowholders (functional title) 

revisions are issued 
0 Receive and acknowledge approved controlled documents and update documents when changes or 
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4 4 RMRS Records Center (functional title) 
0 

0 

Index and mamtam previous controlled document revisions and DHFs 
Transmit records to Site Records Management for archival 

5 0 INSTRUCTIONS 

5 1 
RMRS Managers identify RMRS documents within thew respective organltetron that arc to be controlled (Refer to 
Controlled Document defminon above and RMRS Controlled Document Type Lst, Appenduc 1 ) 

Identify Controlled Docum ents 

5 2  
Responsible Manager 

(1) 

(2) 

(3) 

PreDare.Re view. and AgprPve Controlled Documents 

Dctcnnme the need for a document, change, or revision and p p m  document in accordance with QA- 
05 0 1, Preparation and Control of RMRS Documents 
Ininate document usmg the Controfled Document Checkllsf Appendtx 2 (Bccorncs part of the DHF when 
completed ) 
Complete the RMRS Document Control Distnbunon Ltst tOnn (Appendb< 7) fix each controlled document, 
includtng changes and revlsiolw to exutlng documents and venfL or mend, as appropnatc 

Obtam safety smenm&eviewo m Bccotdence with RMR!3 QA-05 01, Prqmrabon and Control of RMRS 
Documents a 

Responsible Manager and the RMRS DC staff establh an effmve date for tbe document, (Effective dates 
must be established with sufficient tmte to allow for trtuning and for RMRS DC to process the document 
The effective date may not precede the date the document is bsned ) 

(4) O b  classtficahon r t V l t W  lf approprute 

(5) 

(6) 

Nore Documents arc luaed in the order reeeivcd by DC 

53 Controlhocess 
Nore Logs mammed electronically have (I proeess to ensure daily backup 

RMRS DC 
(1) 

(2) 
(3) 
(4) 
(5) 
(6) 
(7) 
(8) 
(9) 

Provide document ldentlficaaon numbers, revision numben and DCF n u m b  from Document Control 
Log(s) 
VenQ document and DHF contents agamst Receipt AccepGsnce Crrtena Chedclmt (Appendrx 3) 
Prepare document or b& covers, if appmpnatc 
Assign each copyholder a copy number 
Prepan Document Transmittd Acknowledgment Notice (DTAN), Appeadix 4, and lllomrcMwu 

Develop or update a Table of Contents if appropriate 

Stamp document copies with a red mk CONTROLLED COPY stamp and wnte m copyholder number 
Dwrhtc  document with the DTAN and mstructions to idcnbfied copyholder 
Update and mmtam Document Control Log(s) and 
electronic or hard copy form and will contatn 
- document number and btle 

The Log@) end dotabaJeg may be in 

- orrglnatlng organlzetlon and responsible manager 
change date or rtvuion number - 
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controlled copvholder list 
date issued and 
periodic review date 

(IO) 
(1 1) 

Maintain current master controlled document disk copv and current DHF in one hour fire rated cabinets 
b l e n  revised superseded or cancelled forward document or previous revision as applicable and DHF to 
RMRS Records Center for protection and subsequent disposition Documents related to the Waste 
Isolation Processing Plant (WIPP) Project shall be transmitted to the NQA 1 WIPP Records Center 
U’hen notified bv Site Document Control of availabilitv input controlled document information and 
controlled distribution lists to the WETS Procedure and Document Tracking (PADT) database to provide a 
single point of reference for all active controlled documents at WETS 

(12) 

5 4 
Controlled Copyholder 

(1) 
(2) 

(3) 

CoDvholder ReceiDt of Controlled Documents 

Sign and date the DTAN to acknowledge receipt of the document and compliance with instructions 
Follow all instructions on the DTAN includmg removal and destruction of superseded or cancelled 
documents 
Return the DTAN to the RMRS DC within the time specified 

5 5 ReceiDt Follow UD 

RMRS DC 

(1) 

(2) 

If a copyholder does not acknowledge receipt of the controlled document with the time specified issue a 
2nd Notice (Appendix 5) 
After an additional ten workmg days notify the copvholder and the copyholder s manager that the 0 
copvholder has been removed from controlled distribution and request return of the controlled copy 

5 6 

(1) 

(2) 

Changes in Controlled Distribution 
Controlled Copyholder should notify RMRS DC of changes in location or when they no longer need a 
controlled document 
Responsible manager should notify RMRS DC of changes in controlled copyholder status such as transfer 
or termination 

5 7 Document Comes 
Requests for copies of controlled documents are made bv completing the RMRS Copy Distnbution Request Form 
(Appendix 8) Copies of controlled documents not used to perform work are stamped INFORMATION ONLY and 

are not Subject to updates 

5 8 
Vote Copvholder may retain cancelled or obsolete document for information only provided the document is 
marked Information Only 
procedures 
(1) 

(2) 

DisDosition of Controlled Documents 

Work may not be performed to Information Only Cancelled or Superseded 

Responsible Manager notifies RMRS DC of changes in the status of a controlled document by completing 
and forwardmg a Guidelmes for Procedure Disposition form (Appendix 6) 
RMRS DC notifies all copyholders of cancelled inactive or superseded documents with appropnate 
instructions on a DTAN 
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~ ~- 

RMRS Records Center 
(3) Disposition controlled documents and DHFs as required 

5 9 
RMRS DC 
(1) 

Distribution of Document Control Announcement 

By the 10* day of each month prepare a Document Control Announcement listmg the previous month s 

activities relating to all new RMRS documents changes and revisions to documents, includrng K H 
documents mmuuned UI the RMRS Model Of€ices 
Prepare a DTAN and dstnbute the DTAN and Document Control Aanouncement to RMRS managers (2) 

RMRS Managers 
(3) Sign and date the DTAN to acknowledge receipt of the document and complrancs wlth mmctions to 

evaluate new controlled documents, changes or revisions, detmnme impacts to opcrat~om, and identify 
any necessary trrunmg 
Sign and return the DTAN to the RMRS DC withm the m e  specified (4) 

5 10 
RMRS Managers 
(1) 

PenodlcRe view of Documq& 

Idenbfy pendc review frequency as follows 
- 1 year - Emergency Preparedness procedures 

3 yean - Roccdures that potenmlly affect system Category 1 2 or 3 funcftons as defined in the 

4 yean - All other docUments 
Any time an mactive procedure is reactivated 

- 
Nuclear Safety Manual 

- 
- 

(2) Perform per~odic reviews as requued, and forward documentabon of review to RMRS DC for the DHF 
(May use Guidelmcs for Procedure Dupositlon form Appendur 6 to document review and any resulting 
actions ) 

Track penodic review dates and notify responsible manager when pertodlc review is due 
If documentation of revlcw has not beem completed and received by RMR!3 DC withtn 90 days of 
notification RMRS DC may place the document in machve status and recall all controlled copies 
If penodic review IS not completed wnhm 30 days of inactwatm, RMRS DC may mihate cancellation ot 
the document. 

RMRSDC 

(3) 
(4) 

(5) 

6 RECORDS PROCESSING INSTRUCTIONS 

Note If a controlled document IS related to CERCLA activibcs p w d e  copy of Controlled Document, changes 
and revisions to the Admmlsaaavt Record cooldrnator 

The followmg documents are mitmtcd, processed or mamwed as a n s u t  of thm procedure and shall be processed 
as follows 
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Record Identification 

Documents related to 
W1PP:LL L L V  
Controlled Document and 
Revisions Document Historv 
File (DHF) 

Note Completed Document 
Transmittal Acknowledgment 
Notice (DTAN) and Document 
InquirviSecond Notice are 
placed in DHF 
Documents related to 
WIPP'LL 'LLM 
Controlled Document and 
Revisions Document History 
File (DHF) 

Note Completed Document 
Transmittal Acknowledgment 
Uotice (DTAN) Document 
InquirySecond Notice and 
Guidelines for Procedure 
Disposition are placed in DHF 
Documents not related to 
WIPP'LLILLU 
Controlled Document and 
Revisions Document History 
File (DHF) 

Note Completed Document 
Transmittal Acknowledgment 
Yotice (DTAN) and Document 
Inquirv, Second Notice are 
placed in DHF 
Documents =related to 
WIPP'LLZLM 
Controlled Document and 
Revisions Document History 
File (DHF) 

Note Completed Document 
Transm ittal Acknowledgment 
Notice (DTAN) Document 
InqulryiSecond Notice and 
Guidelines for Procedure 
Disposition are placed rn DHF 

Record Tvpe . Protection ' Storage Methods i Processing Instructions ' 

Determination 
In Process Document Control maintains ; Continue prescribed I 

I i 
WIPP'LL 'LLM 1 current document'revision ' processing o f  ! 

Qualitv Assurance I and DHF in one hour fire 
Record ' rated cabinets until revised 

WIPP'LL/LLU 
Quality Assurance 
Record 

While active Document 
Control maintains current 
controlled document and 
DHF in one hour fire rated 
cabinets 

Assurance Record current documentirevision 
and DHF in one hour fire 
rated cabinets until revised 

Quality Assurance Document Control mamtains 
Record : current controlled document 

and DHF in one hour fire 
cabinets Within 90 days 
after document is superseded 
or cancelled Document 
Control transmits controlled 
document revisions and 
DHF to RMRS Records 
Center in accordance with 
RM 06 02 Records 
Identification Generation 
and Transmittal 

document( s) 

Once revised transmit 1 
previous revision and 
DHF to NQA 1 Waste 

' 

Records per 1 PRO 077 e 

WIPP 005 within six 
months 

I 
Within 6 months after ! 
document is superseded ' 

or cancelled Document 
Control transmits 
controlled document and I 

Records Center per 1 : 
PRO 077 WIPP 005 

! 

DHF ~ O N Q A  1 Waste I 

Continue prescribed 
processing of 
document(s) 

Once revised transmit 
previous revision and 
DHF to RMRS Records 
Center in accordance ~ i t h  
RM 06 02 Records 
Identification Generation 
and Transmittal 
Within one vear of the 
date of cancellation the 
RMRS Records Center 
retrieves all files related 
to the document and 
transmits the record 
package to Site Records 
Management in 

accordance with 1 V4 I 
RM 001 
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DOCUMENT CONTROL PROGRAM 

7 REFERENCES 

7 1 DOE Order 5700 6C Quality Assurance 

7 2 10 CFR 830 120 Quality Assurance Requirements 

7 3 RMRS QAPD 001 RMRS Quality Assurance Program Description 

7 4 1 MAN40 I-SDRM RFETS Site Documents Requirements Manual 

7 5 RMRS QA-05 01 Preparahon and Control of RMRS Documents 

7 6 l-V41-RM-001 Records Management Guidance for Records Sources 

7 7 MAN-063-DC RFETS Document Control Pragram Maual 

7 8 Kawr-Hi11 Duecave CAHW-001-96, Release of Information and Documemts 
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APPEUDIX I 
CONTROLLED DOCUMEYT TYPE LIST 

Following IS a list o f  documents to be controlled bv the RMRS Document Control staff These documents include 
but are not limited to 

Categorical Exclusions 
Closure Plans 
Contractor Plans 
D&D Plans and Final Reports 
Data Management Plans 
Decision Documents 
Feasibility Study 
Field Samplmg Plan 
Geologic Charactenzation Plans 
Geotechnical Procedures 
Groundwater Monitoring Plans 
Guidance Documents 
Hazardous Substance List (at management discretion) 
Health and Safety Plans 
Health Effects Assessment Summary Tables 
Instruction 
Log Books 
Management Directive 
Management Plan 
Manual 
Monitoring Analvsis and Testing Plans - 
Operating and Maintenance Manuals 
OU Work Plan 
Policy 
Procedure 
Procurement Requirements 
Project Management Plans 
Quality Program Plan 
Quality Assurance Program Descnption 
RCRA Facility Investigation Work Plan 
RCRA Feasibility Study 
Remedial Investigation Report 
Remedial InvestigatiodFeasibility Study 
Safetv Plan 
Sampling and Analysis Plans 
Technical Reports 
Test Plans 
Training Implementation Manual 
Trammg Manual 
Trainmg Implementation Plans 
Well Abandonment Plans 
Work Plan and support documents (as appropnate) 
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APPENDIX 2 

1 
I RMRS CONTROLLED DOCUMENT CHECKLIST I 

0 

0 

0 

0 
0 

0 
0 
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APPENDIX 3 
RECEIPT 4CCEPT4NCE CRITERIA 

Document Control personnel shall review controlled documents for the following criteria prior to their release 

- Unique identification number is assigned and on everv page 

- Revision indicator i f  applicable is correct 

- Approval signature(s) are present and correct 

- RMRS document change or revision is accompanied bv completed Document Control Checklist 

- Change bar dated for all page changes 

- Completed Patent Clearance Form i f  applicable 

- Completed Security Classification Authorization signature i f  applicable 

- Completed Safety reviews exemption or concurrence i f  applicable Documented evidence o f  screening activities 
Or exemption determmation is required for all technical procedures 

- Controlled dismbution list or update is provided 

- Document owner is designated 

-The attached cover'approval sheet is correct for the document tvpe 

- All pages as stated are included and correct 

- Writtewtyped documents are legible reproducible with imaging quality as follows 

- Clear and distinct image of  the characters or pictorial information on the recording medium (paper) must 
be formed 

- Prepared in indelible medium preferably black ink agamst a light background (Pencil lead is not 
acceptable ) 

- Contains no correction fluid or correction tape of any type 

- Information is not scratched out or obliterated or other extraneous mformation hand wntten on the 
document 

- Text is not obliterated with stamps or other marks 

- No portion o f  any page shall be missing due to tearing or folding o f  record edges that may obliterate 
recorded information 

NOTE I f  the document does not meet the above criteria do not accept the document return the document to the 
identified owner for correction 
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APPENDIX 4 
(SAMPLE ONLY - GENERATED ELECTRONICALLY BY RMRS DC) 

COPY midor 10 
N m  

Company 

elda 
PhOM 

Sent by RMRS OOCUMENT CONTROL 
Building 116 
Kathy ~wnurr 
Ph (303)- so30 
FAX (303)!365 4641 

cow-- 



DOCUCtEKT COUTROL PROGRAW RWRS DC 36 l j l  
Rebision ' 

Date Effective OJ 29 99 
Page I-. or I '  

APPEYDIX 5 
(SAiMPLE ONLY GENERATED ELECTRONICALLY BY RMRS DC) 

Document Transmittal Acknowledgement Notico 2nd Notice 

Yams 

Comoany 

aidg 

Phons 

Sent 3y RMRS DOCUMENT CBNTSGL 
Builaing 116 
Kathy Manranares 
Ph (3031966 5430 
FAX (3031966 4641 

Our records indicate mat we have not recaved recapt acknowledgment for the documents transrnmed to /oU ;r 
Please sign below to v&y reempt of docummrs a notlfy RMRS Document Control If you ala not -ecetl,e 

the doCUmOntS 

Signed acknowl.dgment must be recawad within 14 days of the date of transmmrl Failure to respond to either tPe rl* ai 
Document Transmittal Acknowledgment N O W  (DTAN) or this 2nd Notm will result in canullatlon from contro.le!: 
distnbutlm of this documt(s) 

Instructlons 
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GUIDELINES FOR PROCEDURE DISPOSITION 

Follow the instructions on the back and use the choices below as a guide to assist in disposaion of the following 

procedure 

Procedure Title 

Procedure Number Rev No 

Mmtam 0 Rocedun IS adquare 8s written 0 Plocedurrrcquuernvubn 

Procedure I presently needed to implement a contractual requucment or dnver or needed for current 
mission or needed to operate existing equipment or needed to perform an activity 

Inactive 

The need for this procedure is lndetermmatc or unknown 

Cancel 

The process or activity controlled by this procedure has been termmated 01 completed (Cancellahon of this 
procedure does not impact any facility or activitv Authorization Basis ) 

Supersede 

Procedure is replaced by 

Responsible Manager ptlnt Name Sign Name Date 

_ _ ~  ~ 

Reactivate the procedure 

PRINT/SIGN/DATE BELOW TO REACTIVATE FROM INACTIVE STATUS 

A penodic review SHALL be perfonne& 

/ 1 
Responsible Manager Pnnt Name Sign Name Date 
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2 

5 

The Responsible Manager determines what action SHOLLD be taken with procedures in his-her area o f  
responsibilitv based on the criteria guidelines on this form 

The Responsible Manager determines the impact (DOE Order contractual regulatory IO CFR 830 120 CFR 
835 etc ) bv contacting anv company or organization that may be affected bv canceling or placing a 
procedure in an inactive status 

The Responsible Manager fills out the form completelv 

I f  determination has been made to maintain or inactivate the procedure the Responsible Manager forwards this 
form to RMRS Document Control in Building 116 to be placed in the Document History File (DHF) 

a Responsible Manager maintains the procedure bv following the revision or change process in accordance 
with RMRS QA 05 01 Preparation and Control o f  RMRS Documents and RMRS-DC 06 01 Document 
Control Program 

b Document Control notifies the controlled copyholders o f  any procedures placed 111 an inactive status 
There will be a 30 day waitmg period from the date o f  the Responsible Manager s signature before the 
procedure is pulled from the controlled copvholder s files This allows any impacted holder to contact 
the Responsible Manager and stop the process A listing o f  procedure changes is available from RMRS 
Document Control 

I f  determination has been made to cancel the procedure the Responsible Manager completes this form 
including attestmg to the cancellation not impacting any facility or activity Authorization Basis (AB) 

4 
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APPENDIX 7 

NAME 

e 

ORGANIZATION/ 
PROGRAM EXTENSION LOCATION 

DOCUMENT CONTROL 
DISTRIBUTION LIST 

DOCUMENT NUMBER 
DOCUMENT TITLE 

To be distnbuted to the followmg 
Modeloffice 0 Yes 0 No 

i 

~ ~~~~~~ 

Forward completed dmbutton 1st to RMRS Document Control, Bldg 116 Fax 4641 
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NAME PHONE/ 
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DOCCMEKT COUTROL PROGRAW 
I 

APPENDIX 8 

BLDG / ORGANIZATION/ i 

LOC PROGRAM I 

DOCUMENT CONTROL 
COPY REQUEST FORM 

DOCUMEYT NUMBER 
DOCUMENT TITLE 

Requestor Name Organnation 

Justification for placement on Distnbution List 

APPROVAL 

Manager'Supervisor Date 

Forward completed form to RMRS Document Control Bldg 1 16 Fax 464 1 


